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1, Considerable study and discussion. have taken place of the 


s 


Wy cacy Hiscorical Program and the Records Management and 


Arciives Prozrams.:» This memorandum will outline a basic appcoach 
to tine pee ENA Onsn ID of these three subjects in aa oltiort to impvove 


_the Agency's performance in all these fields. 


’ 
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2, da essence, the three subicce all record our exnovience to 
meéke it available for future use-as required. This use includes ile 
Searches for current operational support, bxicfing and training now 


pevsoanel, answering press or Congressional questions as to the 
Agency's role in earlier events,’ etc. The problem is to designa 
system which will satisfactorily answer the needs of the future.in 


tucse fields with a minimum. cxpenditure of man hours and funds ae! 


prevcut. In these days of declining personnel ceilings, wo obviou 


cick dedicate large amounts of current manpower to making oreo 
acsly availible detailed answers to all contingent questions, On the 
Obed acuad, somo records have direct value to future operations, and 
certainiy our need to handle press or Congressional questions warns us 
¢ 
4 


ui the need to devote an appropriate effort int this direction, 


, ; 
3. In our approach to this problem in this internally compart- 
racniecd Agency, it is essential to deceatralize much of the res ponsi- 
bility aud most of the actual cffort.: At the sare time, this decentrali-% 
wation needs to be matched by a reporting system which will indicate 
the deyree to which minimum standards are mot by all wnita, and a 
mechanism by which units can PROHE iby bates oe ace et experience and 


by sharing solutions. LS BE cg TS i 
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- In our analysis: we must clearly. recognize dittorent: Isinds of 
records material and the diffcrent purpos es we’ ‘expect them to. serve. 
mee of our records. are import tant basic refercnce toplse ds Se: Cl aioe? 


co 
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Some: anniek working files of moderate life requiveacnts. Some 
wee sosveaal publications of the Agency distributed Gluawnere in the 
Covernsicat with source sanitisation. Some are’o: povabionik ve cores 
aad documents, and’ some ofthese are highly sensitive and must ree 
Hiden corapartmented as woellags classified. Some of our reviews of 
nasi events are essentially chronicles of these events, which have 
valuc to new arrivals. Some should be analytical reviews drawing 
les sonseand conclusions.’ Our system should reflect these dificrences 
if it is to do the. job necded, . 


5. The following averall approach to this sittation has ‘been 
ceveloped for buplemantoitn through the mechanis ays, indicated: 


a. Waeerde Management mR | 70- 1) 


an a) Elfective records management is the foundation stone 
or any 8 satisfactox xy action in these fields, as well as current 
opera tcne depending upon effective records. It must be tie 
subject of continuing ‘and serious attention at all levels of the 


Agency... Tha Exceutive Director will report on it periodica iy 


to the Director and Daputy Director, and it will be. roviewod 
5 ee with the Deputics. Ae " 
' ‘ e 
(2) The Hesse ras Management Board (with represontat tion 
from cach Directorate at the senior officer level, and such 
socretariat as may be required) will report its conclusions, 
vecommendations, etc., (with any dissents) directly to tne 
Executive Dixectox. Tho Deputy Director for Suppozt will 
provide general support for the Agency Records Management 
Program, while cach Directorate will remain responsible 
for the Records Management Program within its own Direc~ 
torate. The Chairman of the Records Management Board 
will be the Agency R ecords Administration Officer and wil 
report directly to ¢he Executive Director, together with his 
secretariat. The Records: Management B. ard will make 
nails emiannual reports to the Executive Director, outlining the 
; ae of the Agancy's Racords Managomont Program, any 
problems it is experiencing, and its racommondations for 
APABEOVEIDODS of tho Programs (ingluding: roports | ‘on PESeonge 
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. Minacgement to be subraitted by the Wire ctosules). Whe 
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Executive Diroctos will consult With the oouty Directors : 

besore Seep menting any, such recon: thondations. ( 


are . . i 


(3) The Aoetey Records Administyation Ofdicur will be : : 
a nonvoting membex of the Agency Information Pyoce asings . 
Board, with authowity to submit agenda icexas and recomrmene r 
: dations to the Information Pr ocassing Bourd. We will pac- “ 
53 _ ticularly bring to the attention of 4 the Infoxrmation Processing 
ag oard those aspects of the Agency's Records Management ‘we 
se eat which should be considered by"the inforniation 
socessing Board, with any recommendations fox ‘susport of 7 
the Agency Records Management Program requiving Informa... vy. | 
tion Processing Board action. Hoe will Similarly make avail- ; 
able to the, Records Management Board all information co: aing . 
; before the Information Processing Board which roiche be of 
_ Walue or be appropriately considered by the Aeeey Recowds a 
ea oe Board and its members. i 
(4) ‘The Weucsis Micsgonen: 5 Board will develop recom- 
mendations as to categories of Agency records (suchas tha } 
catcgorics in paragraph 4 above, plus any others deemed ie. % (i 
appropriate) and as to specific guidelines for the selection 
and retention of records in these categories. These guide- | 
lines should also,’ where c appropriate, “qacludé time periods |" 
for retention by category and indicate disposition thereacter, ne t 
and include appropriate measures to ‘comply with legal and | 
cxecutive requirernonts for retention and declassification, ; 
In particular, recommendations -should be made as to the 
iduntification of cat cgorics which might a appropriately be 
xetired as classificd Government documents under GSA ne 
uspices or passed to the National Archives, rathor than | 
held solely under CLA control oe PRESENCE spre Migence sources ~ 
"and methods, m Ne ee: Ry get gat ae eae ; 


(5) rhe Records Rings wien: Boaxd. will Serve as the 
forum for rocommendations for declao sification, Agency m 
» contributions to other Agency historical programs and other 


snbera gency Pe opreme. involving, the Agency! 8 records. In 
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this process, coordination will be matic au wpovonriste with | yh 
the General Counsel, the Director of Gecurity, the Agency : 
ilistorian, the Agency Archivist, ote. 

wy : . 


b. Archives 
Archives 


(1) Each unit submitting an annual repoul report (see 
below) will identity its key docurnents aad files for perraanent 
inciusion in Agency Archives. The Records Managernent 
Board will develop tha systern or systems by which such / 
cocuments will be identified on a systematic basis during the 
year and indexed for later access, as anclernent ofthe ~ 
Records Management Program,  AnnuaTly, each unit will 
tnake an overall review to ensure that the Gucuments racked 
for archival retention are neither eCxccsSive in detail nor in-- 
complete through omissions. A certilicate to this eifoct will. 
accompany the unit's Annual Report, and the Agency Archivist 

will repoxt.any problems in this process to the Executive 
Director through the Records Management Board. 


(2) An Agency Archivist will be appointed *o suservise the 
Agency's Archives Program and will report directly to the 
“xecutive Director. He will be a member of the Agency 
Records Management Board and will coéxdinate the execution 
of the Archives Program tarough this Boatd, He will also 
work in close coordination with tha Agency Records Manage- 
ment Officer and the Agency Historian. Archivists will be 
appointed by the Deputy Directors in their Directorates to 
supervise this program in the Directorate. These officers 
will be of senior grade, although they may be appointed as 
Directorate Archivist a3 a part-time duty in addition to other 
.duties. They will be assisted by the Directorate Records 
Managerncnt Officers, The Agency and Directorate Archivists 
will supervise compliance with overall Agency Archives regu- 
lations to be drawn up and isaued after cor Juléation with the 
Deputy Directors. A Serdiannual report-to the Executive 
Director on the Archives’ Program will be prepared and co- 


ordinated with the Records. Management Board, ° 
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in order to permis the automatic retieomioss and disposiiloa 
of records without loss of key archival docurounts., AxvelLives 
Will be physically held by the Racords Mi nagucient Odlicur 
iu Sho Reevrds Coutexy, under guidclines established by the 
Ageney” Axchivist. , 
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c. History (IR 1-2¢(4)) 
Che major thrust of the Agency Historicui Program will 
be placed on the development of analyst ical histories of irn- ‘ 
portant Agency activities and operations. Thi NO Lice History" 
approach to date, which has been largely succes sful ia briag- 
ing our history up to 1965, will no longer be tne major focus 
of the Program, aé the chronicling of future Aqency accivity 
will take place under the Annual Report system outiined below. 
Thus, future Agency Histories will take major subjects of 
Ageucy activity and analyze the ways in which the various ele- 
inents of the Agency worked together to produce the overall 
Agency contribution to the operation in question, There will 
be some situations in which a single element of the Agency 
provided all ox most of the Agency participation in any one ° 
activity. There will be occasions also when sensitivity will 
require that.any analytical review of an operation be con- 
ducted in a most restricted fashion. This will apply to many 
Clandestine Service Histories, Priority will be given to 
(esta blishing the basic Ageacy History of the more prominent 
operations and activities in which the Agency has been engs ged, 
e.%., Cuban Missile Crisis, Bay of Pigs, War in Victnam, 
War in Laos, Congo Operations, U-2 Operations, ctc., with 
paxticular attentioa to lessons derived from these experiences. 
These histories should also be indexed in a fashion to permit 
the ix use to provide immediate respoase to public or con- 
cssional inquiries on these prominent events to the extent * 
sasible. Histovies. will in the future depend upon Annual 
Reports for gonezal chronicle and upon the Archives Proxgram 
fox identification of key documentsy “The Agency ilistorian 
will bo an ex officio member of the Rocords. Management 
Doard,~ will report directly to the Executive Director, and will 
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’ work in close coordination with. the “Agency: Archivist and the 
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ce the’ ‘Agency’ s implementation. of, the: Classification and. 


~ 
‘ 


oes ey : as 
_Approved For Release 2000##8/04 : CIA:-RDP83-00764R000400030Q5-1 . 


. a er) 


oe 


qd. Annual Reports 
(1) Le provide the hucessary cnr ofticia of the Agency's 

’ activitics'at minivnum expendiiure of eikost, an syabera of 
annual report 8 of the units and offices of tis Avoncy will ve 
cevelopad. These will be submitted to the nedt senlos come 
maaad level for review and then held by the oviginatins unit, 
with a copy incorporated in the Agency's Acchives. The 
“winual yepoxt will ive cornpiled dusi ing ean covering the 
previous calendar year, The identificatio.s of the elements 
ty submit these annual reports and aa outline of their format 
‘will be developed 1 by the Agency Llistorian oF the Executive 
ae ector, in Coorcdinatioa with the Deputy Disectors. hess 

may include Significant contractor units, when these played 
a significant role in Agency prograxns or Operations. These 
annual reports should highlight major accomnlis hmenis, 
es problems'and overall conclusions and recommendations 
fox future action in the unit itself or by cleracnts supnorting 
or associated with it.. As required, compartmented annexes 
can be compiled and held separately covering particularly 
‘sensitive events, ee ee 


we 


7 CRORES to cover the years from 1965 (ox the most recent 
History) to the current Annual Report. This will be under- 
taken by units identified to submit future Annual Reports. In 


those situations in which an overall Agency Tiistory to be pro-- 


duced will cover the period in question, a separate Annual 
Report need not be developed (c.¢., the War in Laos, the 
Mee in Vietnam), as the negessary chronicle and Archives 
an be developed at the same time as the analytical history. 
ia other cases, however, a one-time offort to-catch up to the 


current annual revort system will be BEC Oseery: and this will 


be undertaken by the unit in question, . Staf€. suporvision of 
this activity will be Provided: by. the Agency. Historian and 

Archivist. ete ae ee a 
o. \ Classification and Declassification os 
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.The Records Management Board: “will: be the focal point ior 


‘ y gtk “/ 
approved Far Release 2000/08/04 : cimskoPadoazeant 
ee " ns : : ave a wi Hitcs 
OOP eG SECM Re ac : 


(2) Ia many areas it will be essential to produce one-time > 
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{naspector General 
General Counsel; 
Dixector of Security « 
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declissification procedures wequigod by Mavcutive Order 
11852. Vhe Boasd will coordinate ws wecuisut, with thea 
General Counsel, the Director of S< uciicliy, tis Agvency 
rehivisl, the Agency Historian and oliers ia carrying out 
this responsibility, The Agency Rocovds Manayernent 
Officer will be designated under Section 7 of this Order as 


the Agency re epresuntative to the Interagency Classification 


Review Committee, acting under the supervision of the 
ae ewe BEEBCECKs 
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W. PH Colby “ 
ee ’ Executive Director-Comptrollez 


Meh Sa, 


Approved For Release 2000/08/04 sevgnanésodrearododbabiobo: qe ES 


a 


